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POSIT~ON DESCRIPTION 
PUBLIC AFFAIRS SPECIALIST 

(PUBLIC ACCESI? COORDINATOR). 
GS-1035-13 

Introducl:ion 

The public affairs specialist serves as "public access coordinator" in 
the Office of Public Affairs. Responsible for the operation of· two of 
the Region' s main communication tools, this position helps ensure that 
the public is able to gain easy access to EPA information. Because the 
Office has taken a lead role in making Agency information available, · 
the public access coordinator works closely with other · 
o,ffices/divisions, other Regions, and Headquarters on 'P!lblic-access 
issues: · . . : · · · 

The effici·ent operation of the Office'· s communication tools is vital, 
as they are often the public's only conta.ct :with the Agency. Making 
the public's contact with EPA as pleasant and productive as possible 
is one· of the; public access coordinator's critical responsibilities. · 

~· .. 
Major 'DUties· anil Responsibilities .. 

World Wide Web 

Manages the Office; s World Wide Web (WWW) efforts that provide the 
public, the regulated community, state and local officials, and EPA 
employees (both in the Region and elsewhere) with access to regional 
information materials via the Internet. Works with other EPA, 
Regional, and'State/local organizations to.decide the best ways for 
posting and organizing·materials. Evaluates the effectiveness and 
efficiency of the Web site and makes recommendations for improvement. 
Develops regional policies·. for Web content and participates in the 
development o~ Agency policies for Web content. 

Specific examples of Web activities include: 

• Coordinate development of Region-wide WWW site, developing new 
site content as needed 

• Assist other Regional staff in .developing and maintaining Web 
content, providing extra assistance to R~gional teams 

• Maintain a~d develop Office of Public Affairs Web pages 

• Respond to inquiries from the public regarding the Region 5 Web 
site 

• Lead cross-division~l workgroup of regiona~ Web developers 
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o Coordinate.with EPA Headquarters, regional offices, and other 
agencies to leverage resources and ensure quality and consistency 

"' Oversee development and refinement of regional policies on 
Internet/World Wide Web communication 

Provide input and-comment in the development of Agency-wide 
policies 

• Coordinate product review for regional Web pages 

"' Determine the need for and develop new electronic communication. 
tools as appropriate 

Environmenta~ Bot1ine 

The public access coordinator manages the Offic~ s Environmental 
Hotline. The Hotline is a toll-free telephone number for the public to 
call when they have qu~stions or ~oncerns about the environment, the 
'EPA,. or any number of other topics. The· Hotline is also resportsible 
for. distributing_ Agency publications and ?the.r materials, for , 
maintaining an adequate stock of popular documents, and for 
maintaining_the Office's publication storeroom. Although the Hotline 
is generally staffefi~·by 2-3 SEE;J? employees (and sometimes by int.erns 
and student aides), the public access coordinator has the major 
respons~bility for the ef;icient operation of the Hotline. Public 
access coordinator must have detailed understanding of the Ratline
staff duties. 

Specific examples of. public access coordinators Hotline 
responsibilities include: 

~ .Manage 'grants for Hotline staff 

e Interview, hire, and train Hotline staff 

" Develop work schedules and approve leave for Hotline staff 

e Oversee activities of SEEP and other grant employees (i.e., 
interns, etc. l -··- · 

" Deve·lop and revise policies and procedures for the operation of 
the Hotline 

.. .]>s .<l.f'f'!i'?J1l:~<l.~~?· a;;;pp<?:;e (.)~. wri~~;E .• c:orrespondence . leav~!l\J .• 9~fice 

Other Duties 

Dev~lop base knowledge of emerging technical, regulatory, and policy 
issues 
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Determine the need fo~ information materials to support Agency 
programs and ini"tiatives 

Evaluate the impact and effectiveness of communication plans and 
advise management if efforts should be discontinued, emphasis changed, 
or coverage expanded in improving communication between EPA and-

, various audiences. · 

Factor Evaluation Statement Factors 

Factor 1-B: Kn_owledge (1550 points) 

Mastery of the •principles, methods, practices, and techniques of 
communication that enables the public access coordinator to function 
as a technical authority within the Region. This includes: 

. Skill in developing materials de'signed to encourage affected , 
publics to adopt positions on a variety of issues when such 
policies have beerr determined as a result of a broad involvement 
of interested or concerned individuals or· groups in the decision
making process; 

Skill'' in establishing and maintaining working relationships with 
a variety of publics, some of whom have opposing points of view 
from the organization and where the specialist m~st defend the 
developed: policy or point of view in the face of heavy criticism 
in unstructured settings; 

Skill in analyzing and-developing recommendations, or training 
others to do so, from a wide array of conflicting and-divergent 
input from many publics and arriving at a position' acceptable to 
mos~ of the participants. 

~owledge and understanding, of World Wide Web 
practices is necessary for the development of 
information materials and for assisting other 
of the same. 

development tools and 
professional, effective 
staff in the development 

Skill to plan, organize, _and directcworkgroups and' to~ negotfate.:::.c· -- -
effectively with management to accept and implement recommendations, 
.where the .proposals involve substantial Ag_ency resources, require 
extensive changes in established procedures, or may be in conflict 
with the desires of the activity studied. 

Kno~ledge of the functional components-of the Region, Headquarters 
offices, St;ates, and_ local agencies is needed to effectively respond 
to public inquiries. Knowledge of the range of environmental and -
administrative laws, policies, regulations, and precedents is also 
necessary. 
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Skill in training staff about Agency regulations and policies. 

Skill in assigning, directing, and monitoring work of the Hotline 
staff, ensures that tasks are appropriate and reasonable for the 
experience of the emp}.oyees. 

Knowledge of Agency policies governing the ·development of Web and 
other outreach materials. Serves as a resource for other public 
affairs specialists and Web developers. 

Factor 2-4: Supe~isory Controls (450 points) 

The supervisor establishes, in consultation with the employee,. the 
overall objective of the work assigned. 

The publ±:c access coordinator .carries out assignments indepe_ndently, 
resolving most conflicts which arise, coordinating the work' with · 
others as required. Interprets· policy and regulations independently,. 
guided by the established objectives of the assig!)It\ent. Methods to be 
used .and approaches• to be taken are normally determined by the 
employee·. ' · .. 
The employe~ s work is .considered technically sound. Progr~ 
effectiveness is assessed in terms of results achieved in gaining 
understanding of the Agency's programs. 

Factor 3-4: Guidelines.(450 points) 

Guidelines consist of organizationai and departmeJJtal policy 
statements which are of a general nature and of limited use in 
specific_situations. The public access coordinator uses , 
resourcefulness and initi~tive in establishing new communication 
approaches within the context of established policy. 

Because of the nature of the public access coordinators duties, and 
the rapid changes in computer and communication technology, guidelines 
may not exist or may need to be modified. The public access · 
coordinator must work with regional management to develop new policies 
and guidelines in some such cases. In some cases, the.public access 
coordinator will use experience and expertise to determine when it is 
necessary to deviate from existing policy in order to better ~ 
communicate the Ag~ncy' s message qnd information. 

Factor 4-5: Complexity (325 points) 

Assignments include planning, 
regional public affairs program development of written 
information materials to encourage of organization programs; 
making, oral presentations to encourage organizations (-national, State, 
and local) to convey·support of policies to their members; and 
developing recommendations from an analysis of public input on a wide 
variety of Rrogram and policy issues. 
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Decisions regarding what needs to be done include determining the type 
of approach to use in gaining understanding from various publics of 
programs, development of modified methods in achieving communication 
goals and evaluating public input while considering the conflicting 
and divergent views .of many programs and policies held by the various 
publics. 

Factor 5-5: Scope and Effect (325 points) 

The purpose of ,the position is to provide direction. and expert 
technical advice in communicating the Region' s and the Agencies 
programs and policies to the public, to assure that public health an? 
the environment ar~ protected. 

The work results in assuring that those individuals and groups 
impacted by programs have the opportunity to provide input on the 
policies developed. The efforts of the work affect the recreational, 
social, and econbmic aspects of the lives of a large number of people. 

Factor 6-3; Personal Contacts (60 points) 

Personal contacts are with the general pu91ic, representatives of 
national, State, and local organizations interested in the Regiorr s 
programs, members of the news media, and program officials within the 
Headquarters and regional structures. Contacts occur on a non-routine 
basis and involve meaningful exchanges of views and· information. 

F~c~r 7-3: Purpose of Contacts (120 ~oints) 

.Purpose of contacts with representatives of the news-media is to 
obtain cooperation in dissemina~ing information concerning the 

: ~rganization' s progr~. Contacts with national, State, and ~ocal 
:·organizations are to: obtain their input on issues; encourage. these 

groups to communicate such issues to their members to develop 
widespread understanding of the work of the organization; and clarify 
new or revised programs. Contacts with the general public are to 
respond to their-inquiries about a' wide range of environmental and 
public 'health issues. · 

Factor B: Ph~sical D~ds (5 points) 

The work is sedentary. Requires long hours- in front of -computer_. _:·:::: 

Factor 9: WorJ:< Environment (5 points) 

The work is performed in an office setting. There is occasional 
. ·travel. 
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